






Schools and Offices 

Caroline Coun' 
PUBLIC SCHOOLS 

GROWING THE ESSENTIALS FOR LEARNING 

PURCHASING PROCEDURES 

(1) Purchases below $5,000 - competition is at the discretion of the authorized purchaser and quotes 
may be obtained via informal procurement methods (i.e., via phone call, internet). Orders may be 
submitted through the requisition process in eFinance or placed directly on a procurement card 
(PCard). *PCard use is based upon individual transactions limits set per card. 

a. Purchases of any Contractual Services under $5,000 require a purchase order and a 
Contract Affidavit form. The contractor's agreement and executed affidavit shall be 
attached to the electronic requisition. 

b. License agreements do not require a contractual agreement. 

(2) Purchases above $5,000 and below $50,000 (the competitive bidding limit established in 
Education Article §5-112) require three written or oral quotes (via telephone, email, or fax). The 
end user can obtain the quotes or send an email request to the Purchasing Office to obtain 
quotes. If end user obtains quotes, a summary ("bid tab") of the quotes must be attached to the 
electronic requisition. If Purchasing is obtaining quotes, the email must contain all specifications. 
Purchasing will notify end user of results and end user will generate the requisition. 

a. The requester may consult with Purchasing to determine if a piggyback opportunity or 
cooperative purchasing contract is available. 

b. Cooperative contracts may be utilized directly by end users. 
i. We currently have established contracts with: Lakeshore Learning, Office Depot, 

Rudolph's Office Supply, Staples, WB Mason. 
ii. We currently are members of the following cooperative purchasing groups: Buyboard, 

Keystone, Omnia Partners, PEPPM, Sourcewell, TIPS. 
c. Purchases of Consultant Services in any amount require a purchase order and a Contract 

Affidavit form. The contractor's agreement and executed affidavit shall be attached to the 
electronic requisition. 

(3) Purchases which exceed $50,000 (the competitive bidding limit established in Education Article 
§5-112) shall be forwarded to the Purchasing Office. Procurement must be via a formal 
competitive bidding process. 

a. Note: Competitive sealed bidding may be waived if a piggyback opportunity or 
cooperative purchasing agreement exists. 



General 
(1) When making any purchase, employees may only use funds from a given fiscal year to purchase 

goods or services to be delivered or provided in the same fiscal year. For instance, FY22 funds may 
not be used to pay for goods that will be delivered or services that will be provided in FY23. 

(2) The end user shall determine the need for goods or services, estimate the cost of the purchase, 
and obtain the required approval/s to move forward. 

(3) Use ofthe PCard is in accordance with established card limits. 

Exceptions 

The above does not apply to: 
(1) Emergency repairs; 
(2) Subscriptions, dues for professional or trade publications, conference registration or travel 

expenses. 

Other 
With prior approval from the Director for your Department, a purchase may occur as follows: 

(1) When the length of time of the bidding cycle would adversely affect the educational process 
or result in price increases; 

(2) When negotiations will best serve the public interest and Caroline County Public Schools; 
(3) When a grant identifies a named partner in the grant from which materials and/or services 

are to be acquired; 
(4) When maintenance support is needed for software licensed in perpetuity; 
(5) When a bona-fide emergency exists ( documentation and justification must be provided); 
(6) When a sole source procurement exists (documentation and justification must be provided) 




